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ORGANIZATION : DD/A ADMINISTRATIVE
8 December 1978 NOTICE NO. 76-15

ADHINISIRAILON MANAGEMENT ADVISORY GROUP  (ADMAG)

Attached is a revised ADMAG Charter. It is qugnﬁstcd
that you familiarize yourself with the Charter and take an
activé infe}est in the work gf this group. It has dnd will
continue to bc an effective force only in direct ploportlon
to the extent of pa111c1patlon by cmployees of the _

Directorate.

25X1A

! John E. Blake

BDeputy Director
for

Administration

Attachment
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ADMINESTRATLON_MANAGEMENT ADVISORY GROUP {ADMAG) CHARTER

1. The Administration'Managoment Advisory Group (ADMAG)
is.responsible for identifying and studying issues and problems
alfecting the plans, programs, and actions of the Directorate

of Administration and for making recommendations thereon to

“the DDA. " Most of the topics examined by ADMAG aye cither self-
generated (by ADMAG members) or bascd upon thoughts and ideas
proffered by other DDA employces. Additienally, the DDA may
task the ADMAG to obtain a solution to a problem or to measure
the effectiveness of a DDA plan, program or action within the
Directorate. All Directorate employees are available to counsel
or advisc ADMAG in pursuit of its efforts to improve the cfficiency
of the Directorate and to improve the employee work environment.

2. The ADMAG is a forum, outside of the chain-of-command,
for maintaining a continuing dialogue between senior Directorate
management and the cmployees of the Directorate, While the
selection of ADMAG members is a formal process, the ADMAG itsclfF
has no production responsibility, and it does not replace formal
conmand channels., AIDMAG is not an appropriate forum for the dis-
cussion of individual cmployee gricvances or individual Equal
LEmployment Opportunity (LL0O) concerns.

3. The ADMAG membership is appointed by the DDA from
nominations submitted by heads of cach of the ecight functional
offices of the Dircctorate and from the head of the MG Carcer
Sub-Group. In order to become a nominee, an cmployee must be
a GS5-11 through GS-14 career employec of the DDA nominating

~component with a minimum of five years of Agency expericnce.
Appointments are made semi-annually, for one year terms,

commencing in January and ending in December for nomineces from

the Offices of Communications, Finance, Logistics, Medical Services,
and Personnel, and for terms commencing in July and ending in June
for nominees from the MG Careor sub-Group and the 0ffices of Data
Processing, Sccurity, and Training. Heads of components must subimit
nominations of ADMAG replacements in sufficient time to permit

DDA sélcction and publication of appointee names. Nominations

will include a narrative on the nomince's qualifications, an updated
biographic file, and a recent photograph of the nominee.
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4, TLiach January and July, the ADMAG members select, {from
its membership, a chairman and a recorder to serve in thosec
capacities concurrently for six months. The Chairman presides
over the ADMAG mcetings and provides leadership and guidance;
he or she also maintains a "Chairman's File" for refcrence
and for the purposc of briefing the successor to the chairman-
ship. The Recorder rccords, publlsbow, and distributes the
minutes of e¢ach mccting (including the names of attendees); he
or she also maintains a complete record of activitics and '
. achievements of the ADMAG and presides over the mecetings when
~the Chairman is absent. ALl members of the "ADMAG are oxpcctcd

to attend meetings and to contributc to the activities and
effort of the ADMAG. '

: 5. This charter may be amended or revised by the ADMAG
with the concurrence of the DDA.
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